Muhammad Noman 


Karachi, Sindh 74200 - 424312620928 - nomannaita2 @gmail.com 
December 22, 2022 
Government of Sindh 
RE: Accounts Officer 
Dear Hiring Manager, 


I heard that Government of Sindh was looking to hire a new Accounts Officer and wanted to send you my 
application. Based on my background, I believe I would make a great addition to your team. 


At my previous company, I had a reputation for being able to work with everyone. I enjoy figuring out what 
motivates people, finding common ground and getting things done. I am also good at preparing financial 
statements, filing income taxes and reconciling accounts which helps me to build productive relationships 
and achieve solid results. 


You may notice a gap in my employment while reviewing my resume. During this period, I elected to take a 
leave from the workforce in order to go back to school. The time that I was able to commit to my education 
has been invaluable to my professional growth, and I am eager to re-enter the professional sphere and 
apply my newfound qualifications and knowledge to the job. 


I've attached my resume with additional details of my work experience and qualifications. If you have any 
questions, please feel free to contact me. 


Sincerely, 
Muhammad Noman 


Muhammad Noman 


Address: Flat no b-6 4¢ 
Floor Asa Jalal Complex 
Iqbal Hoti Road Saddar 
Town 

Karachi 


+92 331 2620928 
+92 349 8499702 


nomannaita2@gmail.co 
m 


https://www.linkedin.co 
m/in/muhammad- 
noman-naita-12200498/ 


Muhammad Noman 


Career Objective: 


A Professional Banking and Financial Associate position with a multi-national 


Banks and Financial Institution where my Seven+ years of experience in Client 


Dealing, handling Accounts operation, dealing in financial Transactions, and 


knowledge of Audit Compliance will help achieve growth and Business. 


Summary: 


Extensive knowledge of Branch banking, banking Operation 


and Protocols and Client Dealing. 
Proficient in financial evaluation theory and methodologies 


In-depth knowledge of financial, mathematical, and 


accounting principles 


Comprehensive knowledge of financial models and 


Reporting. 


Skilled in analysing and interpreting financial data and 


statements. 


Proficient in utilizing spreadsheets, presentation software and 


the Internet 


Ability to work in a dynamic environment with good 


communication skills 


Experience: 


Accounts Officer -Marine Operation Terminal (11-01-2022 till 
Present) 

Accounts Management, Invoices Management, Bank Reconciliation, 
Record Keeping and Book Keeping, Employee Payroll, Expenses 
Management and Email Reporting. 


enior Officer Branch Operation » Meezan Bank 
Ltd (21/01/2019—-30/07/2021) 
Cash Management, Bill Collection, Foreign Currency Dealing, Client 
Dealing, Payments Vendors, Fund Transfer, Clearing, Remittance, T-24 
ERP, Record Keeping, Book Keeping, Financial Data Entry, Bank 
Reconciliation, General Ledger, Invoice Management, Transaction 
Perform, Complaint/query Support 


Counter Service Officer/Universal Teller > Bank ALfalah 
Islamic Ltd [06/05/2015]—[14/01/2019] 

Cash Management, Bill Collection, Foreign Currency Dealing, Client 
Dealing, Payments Vendors, Fund Transfer, Clearing, Remittance, T-24 
ERP, Record Keeping, Book Keeping, Financial Data Entry, Bank 
Reconciliation, General Ledger, Invoice Management, Transaction 
Perform, Complaint/query Support 


SEO Expert/ Data Entry Operator/ Graphics Designer at 
Infotech Solution (01/03/2014 to 30/04/2015) 

Data Entry, SEO Content, Webpage Designing, Header and Footer 
Designing, Logo Design, Palm flit Designing, Card Designing, Photo 
Designing, and web content searching. 


Education: 


MS Finance and Accounts (Final Semester), [Federal Urdu 
University Karachi] 

Majors (Finance, Accounting, Human Resources, CIS, Marketing, 
Advance Research Method, Project Management, Business 
Management, Business Communications). 

Bachelor in Commerce (B.com) (2014), [University of Karachi] 
Majors (Accounting, Marketing, Auditing, Communication, Cost 
Accounting, Business Economics). 

F.sc Pre-Medical (Intermediate) (2010), [Karachi Board of Higher 
Education] 

Majors (Zoology, Botany, Physics, Chemistry,). 

Matriculation (Science) (2008), [Karachi Board of Secondary 
Education] 

Majors (Biology, Physics, Chemistry,). 


e Leadership. 

e Problem-solving. 

e Business Communication. 
e Interpersonal skills. 

e Attention to detail. 

e Audits Compliance 


e Time Management 


Software and Tools: 


e MS Office Expertise 
e Google Sheet 
e Quick Book 


e ERP/T 24 
e CRM 
e HRMS 


Certifications and Courses: 

The Islamic Banking Orientation: 

The Islamic Banking Training Session in Meezan Bank L&D 
Department. 

The Islamic Banking Level 1: 

The Islamic Banking Training Level 1 in Learning and Development 
Department Bank Alfalah Ltd. 

The Islamic Banking Beginner: 

The Islamic Banking Beginner Course in Learning and Development 
Department Bank Alfalah Ltd 

Computer Hardware/Graphics Designing: (March 2012 to April 
2012) 

Software Installation, Windows Installation, Error Diagnosing, System 
Configuration,, Logo Designing, Photo Designing , Web Page Designing, 
Computer Configuration, Software Installation 


Personal Information: 


Father Name: Ahsan Ali 


Status: Single 
Age: 30 
CNIC: 42301-6526387-1 


Religion: Islam 


